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1 Introduction

1.1 SystemOverview

The Electronic Tariff Filing System (ETFS) streamlines the work of the Wireline
Competition Bureau (WCB) by allowing the electronic filing of tariftgmments,
petitions and other documents. ETFS also permits searching through these filings and
associated information via the Internet. This User Guide will assist you in completing
your electronic filings and using other features of the system.

Pursuanto Report and Order FCC 192, adopted and released on June 9, 2011, all tariff
filers are required to file tariffs electronically over the Internen@&TFS. This means
that nondominant carrieisCompetitive Local Exchange Carriers (CLECs) and others
are now required to file electronically. Previously, only dominant caiiriersumbent

Local Exchange Carriers (ILECB)were required to file electnically. Note: The filing
process outlined in this User Guide also applies fundamentally to ILECs.

Specifically, FCC requires all tariff fi
tariff filing and file using ETFS for their tariffs, tariff revisions, Base Documents, and
associated documents, including applications for special permissiopetiiohs and

replies to petitions against tariff filings. The full amended rules are available in Volume
76 of theFederal Reqistei76 FR 43206 (20:07-20).

ETFS reduces the filing burden onmik.ECs by providing an efficient alternative to
preparing, submitting, and maintaining paper records. ETFS has two advantages over
traditional recorekeeping formats:

1 Electronic documents are easier to store and retrieve than paper records. Not only
cana small computerized storage device take the place of several large filing
cabinets, but electronic filing programs can access, sort, and display many records
in the time it would take to physically retrieve one pdjper

1 Electronic documents can be samstantly and securely through the Internet. All
forms of delivering paper documents have a haildelay from the time the
document is sent and the time it is received; documents sent electronically arrive
at their destination within minutes. ETFS peeses submissions equally quickly;
the nonconfidential tariff filings and associated information entered into the
system are available for public viewing a few minutes after the documents are
received.

The public also benefits in several ways:

1 ETFS maks tariff filings and associated information available at any time to
anyone who has access to browser software.

1 ETFS provides nogonfidential documents to the public almost immediaddtigr
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they are filed.

For questions not answered in this User Guide or in the FAQ available B FSHelp
page, email ETFS Staff atfs@fcc.gov

1.2 DocumentReferences

T ETFS User 6s WManual Ver si on
T ETFS User 6s Manual Ver si on
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2 Submit aFilingUsIngeTFS
2.1 Navigate to ETFS and Lag

Enterhttps://apps.fcc.gov/etfs/lec.actionio your web browser address bantwvigate to

the gener al ETFS hoelnieE Gooa gheu.t t@lni cikn tthhee fcNeonnt

go to the ETFS for NotLECs Log In screen. The recommended web browser to use
when accessing ETFS is Internet Explorer, version 7 or later. Using an unsdpport
browser or older version of Internet Explorer could result in unexpected system behavior.

Electronic Tariff Filing System (ETFS)

Non-ILEC Log In

Registered users log in. Your FCC Registration Number (FRN) will be associated with your » Help
ETFS account. * All fields are required (FAQ and User Guide)

ETFS Log InID*

FRN*

» Need s FRN?

FRN Password*

Federal Communications Privacy Policy Freedom of Information Act
Commission Moderation Policy (FOIA)

445 12th Street SW,
Washington, DC 20554

Website Policies & No Fear Act Data

Notices 2009 Recovery and
Reinvestment Act

Phone: 1-888-225-5322 Required Browser &

TTY: 1-888-835-5322 Plug-ins RSS

R LSRRI Office of Inspector General
ETFS2 v1.0.5

E-mail: fecinfo@fcc.gov

Figure 2-1: ETFS for Non-ILECs Log In Screen

On the ETFS Log In screen, enter your ETFS Log In ID, your FRN and FRN Password.
Use of the FRN is mandatory. Them@mission Registration System (CORES)
registration system for entities filing applications or making payments with the
Commissiori assigns a unique idlgit FRN used by all Commission systems that
handle financial, authorization of service, and erdorent activities. If you have not

previously conducted business with the FCC

a F RN? oenteriCORES tinal obtain an FRN

Afterenteringte r equi red i nformation, c¢click ALog
and/or FRN Password are missing or not valid, you will receive an error message. Use
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the appropriate help link to resolve the error. For instance, if you forgot your FRN

password, si mpl yPacslsiwokr do?nd tlhien kit Ffoorrg ohte | p .

If you need additional help logging in, contact ETFS staditist@fcc.gov

2.2 Provide Necessary FRN for All Filidgrties

After logging in, you will be presented with the Typeriing screen. Before continuing
to the next screen, ETFS needs to know if multiple parties are involved with the filing.

Electronic Tariff Filing System (ETFS)

Type of Filing @ Hei

[Select =
FCC Registration Numbers (FRNs)

CYes ON

Figure 2-2: Type of Filing

You will either be filing on your own behati filing on behalf of one or more carriers.

If at any time during the filing process you wish to return to the Type of Filing screen,
simply click on the Home button.

2.2.1 LEC filing on your owrehalf

If you are a LEC filing on your own behalf then only the FRN provided at log in is
needed. Make shbuet ohei s§iNpél eaded beneath
(FRNs), 0 choose $ehtien2tfthisedocarhentf, andidlickg ( s e e
AContinue. 0

2.2.2  Filing on behalf of one or moren-ILECs

If you are filing on behalf of me or more other entities then the FRN for each entity
associated with the filing must also be included with the submission. All associated FRNs
are submitted as a group. This group is given a unique name that is created by the filer.

F@ Page4

A

F C


mailto:etfs@fcc.gov

ETFS for NonlLECs User Guid Submit a Filing Using ETF

Electronic Tariff Filing System (ETFS)

FCC Registration Numbers (FRNs) @ Hoi

Select a FRN Group from the list Select._._ 3
below.

Figure 2-3: FCC Registration Numbers (FRNSs)

Sel ect the AYesOoO radio button beneath AFCC

type of filing, and cl i ck @ QoeeexistingtfARRNsed Fol |
or to enter a new FRN set and group name. When entering FRN numbers into the text
box, separate each with a comma and space,

10857634510.

Once an FRN group has been submitted, it can be used in futurssioiois: On the
FCC Registration Numbers (FRNSs) screen, select it from the list of previously used FRN
groups.

2.3 Select the Type dfiling

Choose the desired filing type from the dropdown menu on the Type of Filing page

(Figure 2-2). Many filings involve dariff. For general information on tariffs, sBart 61

of the FCCbs Rules and Regul ations or Vvisi
http://transition.fcc.gov/wcb/ppd/tariffs.html

If you have submitted a filing previously but have not submitted payment, a description
of the unpaid filing(s) will be listed at the top of the page. Click on the appmfitiag
in order to complete payment.

The following sections briefly describe each filing type and provide instructions for
moving through each screen. The filing types available are:

I RevisedTariff
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Revised Informational (OSP) Tariff

Complete Bas@ariff

Create/File New Tariff

File New Informational (OSPJariff
AmendedTransmittal

Applicationfor SpeciaPermission

Application forReview or Petition foReconsideration
Petition forWaiver

Petition for DeclaratorjRuling

Amended Application for Speci&@ermission

= =4 =48 -4-5_9_9_9_°_-2

2.3.1 Revisedrariff

The Revised Tariff option allows for revision of a previously filed tariff. Select from the
Tariff list box the tariff number(s) being referenced.

NOTE: The Revised Tariff screen contains a type of menu called a list box,
which you will encounter several times during the filing process. Some listboxes
allow you to select multiple items. To select multiple items in a list box, hold
down the Control button on your keyboard while using the mouse to select the
desired items. To choose multiple consecutive items, select the first item in the
range, then press and hold the Shift button while you select the final item in the
range. All intermediate items will also be selected.

Revised tariffs require a transmittal number. The transmittal number should be unique
and consecutive to the previous transmittal number used, if known. If the previous
transmittal mmber used is unknown, simply ensure that the number entered is unique.

The Descrip
fi

on field defaults to ASee
and click nt

t i
Co i nue. 0O
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Electronic Tariff Filing System (ETFS)

sidered oficially filed as of the next

Figure 2-4: Revised Tariff

On the following screen, provide the effective date for each tariff by clicking in the
relevant text box in the Effective Date column and selecting a date from the popup
calendar widget. You may also type a date directly into the text box, using
MM/DD/YYYY format. The effective date must be the same day as the filing date or

later.

Figure 2-5: Revised Tariff | Effective Date(s)
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2.3.2 Revised Informational (OSPariff

Filing a Revised Informational (OSP) Tariff requires the same information as filing a
standard Regeed Tariff, with one exception: the transmittal number is optional.

Electronic Tariff Filing System (ETFS)

2 will be considered officially filed as of the next
e)(2) of the Commission's Rules

Figure 2-6: Revised Informational (OSP) Tariff

2.3.3 Complete Bas@&ariff

In order to file a complete base tariff, you need only select an existing FRN from the
dropdown menu and enter a de&gstion of the tariff. A description is required.

Figure 2-7: Complete Base Tariff

F@ Pages
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2.3.4 Create/File New ariff

To file a new tariff requires completion of a number of fields: Effective Date, Tariff
Number, Title, Transmittal Number, and Description.

Electronic Tariff Filing System (ETFS)

EdMmooYYYY

« Back " Continu

Figure 2-8: Create/File New Tariff

2.3.5 File New Informational (OSPariff

Filing a New Informational (OSP) Tariff reqes the same information as filiag
standard new tariff, with one exception: a tariff number isequired.

Electronic Tariff Filing System (ETFS)

ETFSv1.1.3 (Last updated - 10/24/2011 5:00 PM )

Figure 2-9: File New Informational (OSP)Tariff

F@ Paged
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2.3.6 Amended Transmittdletter
This option allows you to amend a previously filed transmittal letter.

Electronic Tariff Filing System (ETFS)

Filing Date:

Amended Transmittal Letter

Figure 2-10: Amended Transmittal Letter

Enter the transmittal number for the transmittal letter you wish to arReodide a brief
description of the amendment in the Description text box.

2.3.7 Application for Specidermission

This option allows you to file an application for special permission, for instance to
request that the Commission waive a rule for your carrier.

Electronic Tariff Filing System (ETFS)

ETFS v1.1.3 (Last updated - 10/24/2011 5:00 PM )
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Figure 2-11: Application for Special Permission

Select the appropriate tariff(s) from the list box. Enter an application number. Special
permission application numbers, like transmittal numbers, should continue to be
numbered sequentially from the last relactronically filed application (if known).

2.3.8 Application for Review or Petition f&econsideration

Applications for review angetitions for reconsideration of an FCC decision may be filed
within 30 days from the date of a Public Notice.

Electronic Tariff Filing System (ETFS)

=

Figure 2-12: Application for Review or Petition for Reconsideration

Type keywords into the Description text box to describe the Order yoafarencing.

You can use a very specific description such

description such as AMO&O, Kenneth E. Br ou
the prepared submission record with the entered description.

2.3.9 Petition forWaiver

ThePetition for Waiver option enables you to submit a request for a fee or ruling to be
waived. Pursuant to Section 1.925 of its Rules, the Commission may grant a waiver of if
(i) it is shown that the underlying purpose of the rule would neebesd or would be
frustrated by application to the instant case, and that a grant of the requested waiver
would be in the public interest; or (ii) in view of the unique or unusual factual
circumstances of the instant case, application of the rules weultteQuitable, unduly
burdensome or contrary to the public interest, or that the applicant has no reasonable
alternative.
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Electronic Tariff Filing System (ETFS)

Figure 2-13: Petition for Waiver

You may select one carrier, multiple carriers or no carriers depending on the tariffs you
wish to reference. To select multiple carriers, hold down the Control and Alt keys while
using the mouse to select the desired carriers. If goidentally selected a carrier but do
not wish to reference a tariff, use the Back button to reset the list box.

Click AContinued to move to the next page.
tariff(s) for each carrier. Type in thReference Order, Rule Section, and Transmittal

numbers, and describe your peti timcease wi t h a
for this Order.o I'f you did not choose any
Rul e number . ©mMmove dn tofih€ Bila Uplogmhge 0 t

Electronic Tariff Filing System (ETFS)
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2.3.10 Petition for Declaratoryruling

This optionallows you to request that the FCC issue a declaratory ruling on a matter of
public concern.

Electronic Tariff Filing System (ETFS)

Figure 2-15: Petition for Declaratory Ruling

Filing a Petition for Declaratory Ruling is similar to filing a Petition for Waiver, except

the reference order amichnsmittal number are not required. Select one carrier, multiple
carriers or no carriers depending on the t
If you chose any carriers, select the desired tariffs for each carrier. A reference rule

section ad description are both required.

2.3.11 Amended Application for Speckaérmission

This option allows you to submit an amended version of a previously filed application for
special permission.

Select the appropriate tariff(s) from the dropdown menu and enter an application number.
When you have entered all of the informat.i
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Electronic Tariff Filing System (ETFS)

]

Figure 2-16: Amended Application for Special Permission

2.4 FileUpload

For most filing types, after preparing your information for the FCC you will be prompted
to attach files to the submission. These files are supporting documentstiletwo

created on your own computer. The required file format is Adobe Portable Document
Format (PDF). If you need help converting Microsoft Word or other word processing file
formats to PDF, see the Frequently Asked Questions (FAQ) document availate on t
Log In page.

Electronic Tariff Filing System (ETFS)

ck the Bro below to select a file
Upload File(s) (s T

Document Type Content

File Upload Complotod:

F@ Pagel4
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Select the appropriate document type from the dropdown menu and add a brief
description of the document. The document types available in the dropdown will vary
depending on the type of filing being su
selected, a description is required. Otherwise, a description is optional but recommended.

Next, use the ABrowseo button to select
correct file is attached, then click AUp
file is uploaded, it is considered official and cannot be edited or del2beabt use the

ABacko button in your browser after wuplo

with your filing.

When your document is uploaded successfully, the flename and description will be
displayed on the screen. Repeat the processafdr additional file you wish to upload.
There is no restriction on the number of files you can upload or attach to a filing. If you
wish to view an uploaded document, click on the Document Type link in the list at the
bottom of the screen and Adobe Readldrlaunch the document for viewing.

After uploading, the file will be loaded into the database and searchable by the public.
There are no confidential attachments. All documents are available for viewing by the
public.

Please note that occasionallgth sy st embés resour censumed beco

due to high system demand. If the file upload should time out during this stemrclick

t he ABacko button and choose fAUpload Fil
screen rather than the Balsutton in the web browser. The upload operation is successful
when you see the filename and description displayed on the screen.

The File Upload screen is also accessi bl
summary screen for each filing type

2.5 SummaryScreen

After entering your tariff information and uploading any necessary documents, you will

be presented with a summary screen. The summary screen may look different depending
on the type of filing completedrigure 2-20, below, shows the surary screen for a new

tariff filing.
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Figure 2-18: Summary Screen for New Tariff

If the information on the summary pageior r ec t click ASubmit Fi
documents will be made available for public viewing. This process may take several

minutes depending on the load on the system and the quantity of incoming documents.

Users can then browse or search to fimeldocuments intended for public viewing.

NOTE: ETFS accepts submissions regardless of whether the Commission is
currently open for business. However, all submissions received after 7:00
pm Eastern Time are automatically postdated to the next business day, as

defined in Section 1.4 (e)(2) of the FCC rules and regulations. If the filing was

started prior to 7:00 pm, but completed after 7:00 pm, the entire submission

will be dated for the following business day. If the Commission is currently

closed, you will receive a warning upon submitting the filing indicating that

the filing will be considered official the next business day. This may affect
the Effective Date of the filing.

2.6 Filing Confirmation

After <cl i ckigmg ofmSuthmi ts ummairry page, you wi
Confirmation page.
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